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(6) Provide rapid handling and accu-
rate delivery of mail at minimum cost;
and

(7) Organize agency files:
(i) So that needed records can be

found rapidly;
(ii) To ensure that records are com-

plete; and
(iii) to facilitate the identification

and retention of permanent records and
the prompt disposal of temporary
records.

Subpart 101–11.2—GSA
Governmentwide Programs

§ 101–11.200 Scope of subpart.
This subpart contains policies and

procedures prescribed for the following
GSA-managed programs:

(a) The Standard and Optional Forms
Management Program.

(b) The Interagency Reports Manage-
ment Program.

§ 101–11.201 General.
(a) The Standard and Optional Forms

Management Program was developed
and operated by OMB consistent with
the authorities prescribed by the Budg-
et and Accounting Act of 1921. GSA as-
sumed responsibility for the program
on May 29, 1967, through agreement
with OMB.

(b) The Interagency Reports Manage-
ment Program implements 44 U.S.C.
chapters 29 and 31, recognizing OMB
functions under 44 U.S.C. 3504(e) and
OMB implementation under 5 CFR
1320.16.

§ 101–11.202 Governmentwide pro-
grams.

§ 101–11.203 Standard and Optional
Forms Management Program.

(a) General. (1) The Standard and Op-
tional Forms Management Program
was established to achieve Govern-
mentwide economies and efficiencies
through the development, maintenance
and use of common forms.

(2) GSA will provide additional guid-
ance on the Standard and Optional
Forms Management Program.

(b) Procedures. Each Federal agency
shall—

(1) Designate an agency-level Stand-
ard and Optional Forms Liaison Rep-

resentative and Alternate, and notify
GSA in writing of such designees’
names, titles, mailing addresses, and
telephone numbers within 30 days of
the designation or redesignation at the
address in paragraph (b)(4) of this sec-
tion;

(2) Promulgate Governmentwide
Standard Forms pursuant to the agen-
cy’s statutory or regulatory authority
and issue in the FEDERAL REGISTER

Governmentwide procedures on the
mandatory use, revision, or cancella-
tion of these forms;

(3) Sponsor Governmentwide Op-
tional Forms when needed in two or
more agencies and announce the Gov-
ernmentwide availability, revision or
cancellation of these forms;

(4) Obtain GSA approval for each
new, revised or canceled Standard and
Optional Form, 60 days prior to
planned implementation, and certify
that the forms comply with all applica-
ble laws and regulations. Send approval
requests to: General Services Adminis-
tration, Forms Management Branch
(CARM), Washington, DC 20405;

(5) Provide GSA with a camera ready
copy of the Standard and Optional
Forms the agency promulgates or spon-
sors prior to implementation, at the
address shown in paragraph (b)(4) of
this section;

(6) Obtain promulgator’s or sponsor’s
approval for all exceptions to Standard
and Optional Forms prior to implemen-
tation;

(7) Annually review all Standard and
Optional Forms which the agency pro-
mulgates or sponsors, including excep-
tions, for improvement, consolidation,
or cancellation;

(8) When requested by GSA and OMB,
submit a summary of the Standard and
Optional Forms used for collection of
information covered by 5 CFR part
1320;

(9) Request approval to overprint
Standard and Optional Forms by con-
tacting GSA (CARM); and

(10) Coordinate all matters con-
cerning health care related Standard
Forms through the Interagency Com-
mittee on Medical Records (ICMR). For
additional information on the ICMR,
contact GSA (CARM).
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